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State Comptroller 0"‘1
Subject: Amendment to E-Mail Storage Schedule to Conserve Resources

Exemptions from 30-Day Storage of E-Mail. The authority for approval of
exemptions from the scheduled 30-day storage of e-mail messages for individual
employees is delegated to department directors in cases where an employee is on leave
longer than 30 days. No group exemptions are to be granted.

Deletion of e-mail messages for an exempted employee should be resumed as soon as
reasonably possible; but in any case no longer than 30 days, after the employee’s return
to work.

Directors may encourage the use of the “Out of Office” message prompt within your
departments to minimize the volume of casual e-mail when employees are on leave,
trips, etc.

Directors may also encourage out-of-office access to e-mail accounts to reduce the need
for exemptions to the 30-day e-mail storage policy in those cases where it is
appropriate.
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